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Cl ass Specifications
for the

CLERK STENOGRAPHER SERI ES

Series Definition:

This series includes all classes of positions which invol ve
the performance, as well as the supervision of, but not as a
maj or portion of the working tine, 1) a variety of clerical
duties of a general nature; and 2) the recording of data and
other information in correspondence, reports, records, tabular
mat eri al, nmenoranda and other materials by neans of a typewiter
and the taking of shorthand by hand or machi ne and transcri bing
such shorthand as regul ar and substantial duties in accordance
with definite standards of proficiency relative to speed and
accuracy.

Basic clerical processes are involved in the work in the
orderly processing and mai ntenance of the communi cati ons and
records, supplies and materials, of an office or other entity.

No single duty, other than typing and stenography, my be
primary, or one other or several others may be, but in any case,

t he fundanental and predom nant requirenents are the ability to
operate a typewiter, perform stenography, follow instructions,
and | earn specific know edge and skills on the job. O her
abilities required include the ability to understand the neani ng
of words and to use themeffectively, and the ability to perceive
pertinent detail in verbal and/or tabular material. Wile sone
ot her specialized techni ques and/or manipul ative skills evidenced
in the work of positions in this series nmay serve as at | east
part of the bases for other clerical series, such techniques and
skills are applied at a | ower |evel of proficiency, and normally
incidentally, infrequently or occasionally, or on a rotation

basi s.

Levels in this series are distinguished primarily on the
basis of the character, scope and conplexity of duties.
Positions which performa m xed |l evel of duties will normally be
eval uated on the basis of the highest [evel of work perforned a
substantial anmount of tinme under general supervision and is
significant for recruitnment purposes. Oher relevant factors are
the nature of supervision exercised over the work, nature of
avai |l abl e gui delines for performance of work, purpose and nature
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of person-to-person work contacts, nature and extent of

supervi sory control exercised over the work of other enployees,

ef fect and consequence of recomendati ons and deci sions affecting
wor k operations and net hods, judgnent and resourcef ul ness,
pressure of work, know edge and abilities required, and such
other responsibilities as the responsibility for confidenti al
matters, and the responsibility for the custody of usually nodest
suns of noney or to initiate or approve its rel ease or
expenditure. The factors are interrelated and care nust be
exercised in the anal ysis and eval uati on of the work.

This series is a consolidation of the Stenographer Series
with the derk Stenographer Series, both of which were approved
on Cctober 31, 1956. The Stenographer Series is therefore
elimnated, and the specifications for the classes Oerk
St enographer |1 (1.075), Cerk Stenographer Il (1.080) and Cerk
St enographer 111 (1.085) are anended.

DATE APPROVED: 2/12/75
DONALD BOTELHO
Di rector of Personnel Services

CLERK STENOGRAPHER | 1. 075

Duties Summary:

Takes and transcri bes dictation, and perforns skilled
typing; performs noderately conplex clerical work and/ or
supervises and participates in performng sinple and repetitive
clerical work; and perforns other duties as required.

Di stingui shing Characteristics:

A position in this class takes and transcribes dictation and
operates a typewiter as regular and substantial duties. 1In
addition, it includes the performance of internediate-|evel
clerical work involving various clerical duties in carrying out
on a regular or rotational basis standard clerical routines
characterized by sone degree of vari abl eness and possi bl e regul ar
and recurring contact wwth the public. Cerical routines include
t he mai ntenance of assigned files, records or work areas; the
preparation of various sinple reports; conduct of physical
inventory for various offices or operations annually or nore
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often, and the making of duplicate copies of typewitten
mat eri al s by means of one or nore duplicating nmachines.

A position in this class typically perfornms a nunber of
duties, with attendant responsibility for conpletion or
mai nt enance of the work activity. Wrk proceeds routinely on
tasks follow ng standard practice and instructions, but
guestionable matters are referred to the supervisor or other
hi gher -1 evel enployee. Wile a position in this class typically
is supervised by a higher-level clerical position, supervision by
a non-clerical position may al so occur.

Exanpl es of Duties:

Locates files fromvarious sources, and attaches reports,
correspondence and other materials; assenbles various forns,
records, or other itenms into specific groups or sequences; places
| ong di stance tel ephone calls; nmakes count of various itens and
conpletes totals and ot her sunmmaries; prepares sinple reports;
copies desired data fromone formor record into the proper place
on another formor record; prepares duplicating machine stencils
and/ or nmaster copies using a typewiter; typewites strai ght copy
fromcorrect fornms or rough drafts; sets-up, starts and stops
di ct aphone or other recordi ng machi nes, and types rough drafts
and final copies fromoral material on tapes or disks; may
prepare duplicating machine stencils and/or master copies using a
vari-type machine; may |l earn and operate an automatic typewiter
such as a nagnetic tape or magnetic card selectric typewiter
takes dictation using shorthand or a steno-type machi ne, and
transcribes using a typewiter; takes general notes and/or
m nutes at neetings or conferences by shorthand or steno-type
machi ne; delivers, distributes, collects and/ or procures various
forms, records, nmail or other itens using an autonobile, van or
other simlar notor-driven conveyance; transmts remttances with
bills or other docunents; nmakes routine entries in record books
or on special or standard forns; prepares routine lists of
specific itenms, nunmerical and/or verbal, according to designated
system places various forns, records, correspondence or other
material in proper positions in systematic file; records on
special forms or records all itens of particular type(s) or
classification(s); codes various data for key punching; nmakes
phone calls to obtain specific data; may sort punched cards into
predeterm ned groups using a sorting stylus; makes sinple
cal cul ations such as addition or subtraction with or w thout
using a machi ne; mai ntains assigned shelves with appropriate
stock, | abeling, assisting others in locating itens, reporting
re-ordering needs, etc.; receives nerchandi se, materials, forns,
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mail or other itens which are being delivered or returned for
repl acenent or other purpose; counts cash recei pts and conpares
with sales slips, and reports discrepancies; nakes duplicate
copies of typed or handwitten material using a m neograph,

hect ograph, ditto machi ne, conpo-type, dupligraph, multigraph,
multilith, or simlar type of duplicating machine; nmakes out
various routine forms such as checks, receipts, formletter
addresses, or other itens, according to standard operating
procedures by |onghand, typewiter or other type of office

machi ne; gives out various materials, fornms or other itens upon
request of clients or other individuals; issues special fornms or
specific itens upon request, or upon presentation of receipt,
noney, proper forms, or identification, by hand or using a

ti cket-dispensing or simlar nmachine; nay make duplicate copies
of punched tabul ating cards, using a key punch duplicating

machi ne; may sort punched cards into predeterm ned groups using a
sorting machine, follow ng a prescribed procedure; makes routine
entries in record books or on special or standard forns using a
typewiter or other type of office machine; conpiles lists of
nunerical, verbal or other descriptive data; nakes proper
connections for incomng, outgoing or inter-office tel ephone
calls, operating a cordless tel ephone sw tchboard or a tel ephone
swi t chboard equi pped with jacks and slots; nay supervise clerical
subordi nates and others and participate in the performance of
sinple and repetitive clerical work on a regular and conti nui ng
basi s.

Know edge and Abilities Required:

Know edge of: Arithnetic; spelling; filing and ot her
general office work.

Ability to: Take dictation by hand or steno-type nmachi ne
for correspondence, reports and other materials with speed and
accuracy involving a net of 80 words per mnute and transcri bing
such notes by hand or typewiter; operate a typewiter in typing
a variety of materials with speed and accuracy involving a net of
40 words per mnute; read and understand detail ed but uninvol ved
instructions and other simlar witten materials; carry out
procedures in established clerical work systens; convey routine
information orally and in witing; operate various conmon office
appliances and |l earn to operate other equi pnent such as
dupl i cating machi nes; observe differences in copy and proofread
wor ds and nunbers quickly and accurately; deal with others in a
tactful and polite manner; for some positions, operate an
aut onobi | e, and/or supervise the work of others.
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CLERK STENOGRAPHER 1 | 1. 080

Duties Summary:

Takes and transcribes dictation, and perforns skilled
typi ng; performs conplex clerical work and/or supervises and
participates in performng noderately conplex clerical work; and
perfornms other duties as required.

Di stingui shing Characteristics:

A position in this class takes and transcribes dictation and
operates a typewiter as regular and substantial duties. 1In
addition, it includes the performance of journeyman-|evel
clerical work involving a variety of conplex clerical assignnments
and/or carrying out the varied clerical work of a unit dealing
continually with the public, such as in receiving and processing
applications, licenses, registrations or other materials. A
position in this class may be responsible for providing al
clerical support services for a small office. Assigned work is
performed i ndependently, and an enpl oyee typically plans and
arranges his or her owmn work schedul e but carries out the work in
accordance wth established procedures and standard practices.
Referral is made to the supervisor only when there is serious
doubt as to procedures in unusual situations.

A position in this class may work regularly with information
which is of a restricted nature such as health or social welfare
case records, nedical or other test results, and school grades.
There is regular contact with other prograns in a departnent, the
general public, and others in obtaining or furnishing information
or reports, which require tact to avoid m sunderstanding in
contacts where i nproper handling could affect results; however,
primary responsibility for harnonious relationships is normally
assuned by the i mmedi at e supervi sor

Exanpl es of Duti es:

Det erm nes need for and/or makes routine orders for
necessary supplies, materials, or other itens; checks nunerical
or verbal data on forns, records or other itens against a naster
form or other standard, for inconsistencies, errors, or
om ssions; sets-up files and/or codes, indexes, tabs or otherw se
prepares classified material for filing or identification using
standard or accepted systens; typewites straight copy from
correct copy or rough drafts; prepares duplicating machine
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stencils and/or master copies; makes up individually typewitten
copi es of correspondence, reports, or other nunerical or verbal
data, using one or nore automatic typewiters; takes dictation
usi ng shorthand or a steno-type machine and transcribes using a
typewiter; takes general notes and/or m nutes at neetings or
conferences by shorthand or steno-type machi ne; makes out vari ous
routine forms such as checks, receipts, invoices, formletter
addresses, or other itens, according to standard operating
procedures using a typewiter or other type of office machine;
may punch and record desired nunerical and/or verbal data on
proper forms or cards, using an al pha-nuneric type key-punch
machi ne or an al phabetical printing-punch machine; prepares
consol i dat ed worksheets and summary totals; prepares routine,
essentially nunerical data reports based on information at hand
foll ow ng standard operating procedures; nakes arrangenments for
reservations, purchase of airline tickets, equipnent maintenance,
t el ephone service, or other simlar matters; perforns ordinary
cal culations requiring nore than one step, such as nultiplication
or division, without using a machine or requiring the use of nore
t han one set or group of keys on a cal cul ati ng machi ne; receives
and/ or pays out cash, neking proper change if necessary with or
wi t hout using a machine such as a cash register; tabul ates cash
recei ved and nakes deposit slips; receives orders, requests,
instructions or information, personally or by tel ephone, and
makes followup with other governnment or private agencies on
requests for information, etc.; may check and verify the accuracy
of data punched on tabul ati ng cards using a checking machine or a
keyboard type verifying machi ne; keeps a runni ng bal ance of
specific itens, entries or amounts, with or without using a

machi ne; checks actual quantity, quality, condition, value, or
type of itens against a master form or standard, verifying the
accuracy of the forns and/or correctness of the item bal ances
specific itens, entries, or anounts periodically in accordance

Wi th established groupings and categories, with or w thout using
a machi ne; searches indexes, manuals, files, records or other
sources for desired or mssing information on specific subjects;
classifies informational material, correspondence, special forns,
records, orders, nerchandise, or other itens, follow ng standard
or accepted nethods of systematized arrangenent; corrects or
marks errors found in figures, calculations, or record book data,
by hand or using sone type of office machine; assists applicants,
clients, or other individuals in filling out special forns; my
on occasion take general notes and/or m nutes at neetings or
conferences by | onghand; selects and/or gathers specific data,
information, or desired itens, according to standard operating
procedures, or upon request; answers questions and gives
requested direction or other standard information directly or by
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t el ephone; conposes routine, non-technical correspondence or
menor anda, follow ng standard operating procedures; checks
standard forns, and/or correspondence for inaccuracies of
spel i ng, punctuation, gramrmar, spacing, neatness or general
appearance; may neke up tables, graphs, charts or diagrans, based
on data supplied fromother sources using drawing, lettering or
other instrunents; conpiles nunerical or statistical data for
tables, charts, rate schedules, or other uses with or wthout
usi ng a machi ne; makes out routine schedul es of work, production,
appoi ntnents, arrivals, departures or other matters; traces or
follows up on various fornms, records, orders, materials or other
itens; obtains necessary or desired information, authorizations,
approval s, signatures or other data fromclients, applicants,
superiors or other individuals; checks itens to nmake certain that
correct procedures are followed; may supervise clerica

subordi nates and others in the performance of noderately conpl ex
clerical work on a regular and continuing basis.

Know edge and Abilities Required:

Know edge of: Business English; spelling; arithmetic; the
operation and operational maintenance of common office appliances
and equi pnent including office duplicating and copyi ng nachi nes;
of fice practices and procedures.

Ability to: Take dictation by hand or steno-type nmachi ne
for correspondence, reports and other nmaterials with speed and
accuracy involving a net of 80 words per mnute and transcri bing
such notes by hand or typewiter; operate a typewiter in typing
a variety of materials with speed and accuracy involving a net of
40 words per mnute; carry out a variety of standard office
clerical routines; performclerical assignnments requiring uniform
mental attention; |earn and apply pertinent statutory provisions,
rules, regulations, policies and procedures; learn and apply a
variety of instructions furnished in witten, oral, diagramatic
or schedule form operate and maintain various conmon office
appl i ances, which may include duplicating and sinple electronic
data processing equi pnent; prepare sinple narrative and nuneri cal
reports; performarithnmetic operations quickly and accurately;
speak and wite sinply and directly, and deal tactfully with
others; for sone positions, operate an autonobile, and/or
supervi se the work of others.
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CLERK STENOGRAPHER | I | 1. 085

Duties Summary:

Takes and transcri bes dictation, and perforns skilled
typing; performs highly conplex clerical work and/or supervises
and participates in performng conplex clerical work; and
perfornms other duties as required.

Di stingui shing Characteristics:

A position in this class takes and transcribes dictation and
operates a typewiter as regular and substantial duties. 1In
addition, it includes the performance of senior-level clerical
work involving a wide range of clerical functions where sone
originating and planning of work are called for. Decisions are
requi red because problens are often not covered by standard
instructions or established techniques, systens or procedures.
There is also frequent requirenent for intense work activity.

A position in this class works regularly wth sone
information which is restricted to specified persons, which may
i nclude information on planned changes in internal operations and
policies, and contenpl ated personnel actions. There is regular
contact with others within and outside the departnent in which
tact is required, and the enpl oyee assunmes responsibility for
har noni ous rel ati onshi ps.

Exanpl es of Duti es:

Consults or studies specific books, manuals, catal ogs, or
ot her sources in order to obtain desired information; nakes
assignnments of facilities, vehicles, equipnment or simlar itens
to provide for efficient and opti mal use; perfornms nunerous types
of conputations, such as discount, interest, ratio and
per cent age, which may include relatively conplicated cal cul ati ons
involving roots, powers, formulae or specific sequences of action
with or without using a machine; allocates debits, credits,
costs, charges or other simlar bookkeeping itens of operational
procedures to correct accounts or classifications; typewites
straight copy fromcorrect copy or rough drafts; prepares
duplicating machine stencils and/or master copies; takes
di ctation using shorthand or a steno-type machi ne, and
transcribes using a typewiter; takes general notes and/or
m nutes at neetings or conferences by shorthand or steno-type
machi ne; explains details of services, nmethods or policies;
reviews the work of others, calling attention to the use of
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i ncorrect procedures or nmethods and to correct entries or
results; approves or recomrends rejection of applications,
requests, clains or other itens foll ow ng operational policies or
rul es of action; conposes correspondence requiring specific

know edge of nethods, procedures, policies, statutes, rules and
regul ations, or other information; may supervise clerical

subordi nates and others in the performance of conplex clerical
work on a regular and continui ng basi s.

Know edge and Abilities Required:

Know edge of: Business English; spelling; arithmetic; the
operation and operational maintenance of various office
appl i ances and equi pnent, including office duplicating and
copyi ng machi nes; office practices and procedures.

Ability to: Take dictation by hand or steno-type machi ne
for correspondence, reports, and other materials with speed and
accuracy involving a net of 80 words per mnute and transcri bing
such notes by hand or typewiter; operate a typewiter in typing
a variety of materials with speed and accuracy involving a net of
40 words per mnute; plan and carry out a wi de range of clerical
functions, including various highly conpl ex assignnents; maintain
an effective work pace under periodic deadlines; |earn and apply
pertinent statutory provisions, rules, regulations, policies and
procedures; read and understand manual s and ot her detail ed books
of instruction; wite routine business letters, sumaries and
reports using prescribed format and conformng to all rules of
grammar and style; speak sinply and directly, including
occasionally speaking to groups as well as individuals; deal
tactfully with others; for sone positions, operate an autonobile
and/ or supervise the work of others.



